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Raeords Man«g«a«nt D i v U U n 
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B A L T I M O R E C O U N T Y C O U N C I L 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

G E N E R A L A C C O U N T I N G R E C O R D S 
F i l e s m a y c o n t a i n , but are not l i m i t e d to the 
f o l l o w i n g : 
C o u n t e r C a s h B o o k s 
D e l i v e r y O r d e r s , R e c e i p t s and R e c e i v i n g R e p o r t s 
E x p e n s e R e p o r t s 
G a s o l i n e T i c k e t s 
P a i d B i l l s , V o u c h e r s and I n v o i c e s 
R e c e i p t B o o k s and R e c e i p t C o p i e s 
R e q u i s i t i o n s and P u r c h a s e O r d e r s 
M i l e a g e R e p o r t s 

S P E C I A L A C C O U N T I N G R E C O R D S 
A u d i t R e p o r t s 

B U D G E T R E C O R D S 

R e t a i n o f f i c e c o p i e s for 
(2) two f i s c a l y e a r s , 
t h e n d e s t r o y . 

A n n u a l B u d g e t S u b m i s s i o n s 
M o n t h l y B u d g e t p r i n t o u t s 
W o r k p a p e r s 

M E E T I N G A N D H E A R I N G T A P E S 
A u d i o t a p e s of m e e t i n g s and h e a r i n g s of the C o u n t y 
C o u n c i l w h i c h g e n e r a l l y d o c u m e n t t h e i r p r o c e e d i n g s 
and a c t i o n s . 

R e t a i n p e r m a n e n t l y , for 
e v e n t u a l t r a n s f e r to 
A r c h i v e s . 

R e t a i n a n n u a l s u b m i s s i o n s 
for ( 5 ) fiv e y e a r s , then 
d e s t r o y . R e t a i n a ll 
o t h e r p a p e r s for (2) two 
y e a r s , t h e n d e s t r o y . 

Retain for (5) five years 
then-destroy. { 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

DATE 
SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

DATE SIGNATURE 



SCHEDULE NO. 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

(CONTINUATION SHEET) C-703 RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

• PAGE NO. 
2 of 2 

DESCRIPTION RETENTION 

10. 

U N O F F I C I A L P E R S O N N E L F I L E S 
F i l e s c o n t a i n i n f o r m a t i o n on current: e m p l o y e e s . F i l e s 
may c o n t a i n but are not l i m i t e d to c o p i e s of a p p l i c a ­
t i o n s , a n n u a l r e v i e w s , r e p r i m a n d s and d i s c i p l i n a r y 
a c t i o n s , a w a r d s , d o c t o r s l i p s , a c c i d e n t r e p o r t s , 
r e s u m e s , e t c . 

LE A V E A N D TIME S H E E T S 
T h i s rile c o n t a i n s o f f i c e c o p i e s of e m p l o y e e s a n n u a l 
l e a v e and da i l y time r e c o r d i n g s . 

G E N E R A L O F F I C E OF C O U N C I L P E R S O N ' S C O R R E S P O N D E N C E 
S u b j e c t a r r a n g e m e n t of o r i g i n a l i n c o m i n g l e t t e r s , 
c o p i e s of o u t g o i n g l e t t e r s , m e m o r a n d a , s t u d i e s , 
r e p o r t s , d i r e c t i v e s , p o l i c i e s , and o t h e r m a t e r i a l s 
r e l a t e d to the a d m i n i s t r a t i o n of the a g e n c y . 

R E P O R T S AND P U B L I C A T I O N S 
T h i s file i n c l u d e s all r e p o r t s and p u b l i c a t i o n s i s s u e d 
by a b o a r d , c o m m i s s i o n , c o m m i t t e e e t c . , w h i c h r e s u l t 
from h e a r i n g s , m e e t i n g s , i n v e s t i g a t i o n s , e t c . , 
and d o c u m e h t s o m e a c t i o n or r e c o m m e n d a t i o n of the 
o r i g i n a t o r . 

C O U N T Y C O U N C I L B I L L S 
F i l e s c o n t a i n c o p i e s of p a s s e d C o u n c i l B i l l s a n d 
R e s o l u t i o n s - T h e s e p a p e r s h a v e o r i g i n a l s i g n a t u r e s 
on t h e m . 

C O U N T Y C O U N C I L M E E T I N G F I L E S 
- F i l e s c o n t a i n o r i g i n a l m a t e r i a l from c o u n t y c o u n c i l 
m e e t i n g s w h i c h are p e r t i n e n t to p r e s e n t e d b i l l s and 
R e s o l u t i o n s . 

- F i l e s may c o n t a i n but are not l i m i t e d to the f o l l o w i n g 
A c o p y oT the B i l l , n o t e s , roll call v o t e s , l e t t e r s or 
int r o d u c t i o n . 

- G e n e r a l B a c k g r o u n d i n f o r m a t i o n from c o n c e r n e d p a r t i e s 
w h i c h m a y i n c l u d e r e p o r t s , r e q u e s t s , and c o m m e n t s . 
N b t e : 
S o m e o r - a l l of .this i n f o r m a t i o n may a l s o be c o n t a i n e d ! 
o r r i c e of law, c o u n t y c o u n c i l f i l e s , w h i c h a r e f i l m e d 
and r e t a i n e d p e r m a n e n t l y . 

S c r e e n a n n u a l l y and d e s t r o y 
that m a t e r i a l no l o n g e r 
n e e d e d for c u r r e n t r e f e r e n o 
R e t a i n r e m a i n i n g i t e m s for 
(?) two y e a r s a T t e r 
t e r m i n a t i o n , then d e s t r o y . 

R e t a i n For ( 1 ) o n e year 
then d e s t r o y . 

S c r e e n a n n u a l l y and d e s t r o y 
that m a t e r i a l no l o n g e r 
n e e d e d for c u r r e n t b u s i n e s s 

D i r e c t i v e s , p o l i c i e s and 
o t h e r m a t e r i a l r e l a t e d to 
p l a n n i n g and p o l i c y that 
i l l u s t r a t e the d e v e l o p m e n t 
of the a g e n c y , r e t a i n 
p e r m a n e n t l y for e v e n t u a l 
t r a n s f e r to the A r c h i v e s . 

R e t a i n ( 1 ) o n e co p y 
p e r m a n e n t l y for e v e n t u a l 
t r a n s f e r to the A r c h i v e s 

Retain NLn office .' 
permanently. Transfer to 
the MD State Archives 
periodically. 

Retain for.:(10) ten years 
then destroy. 

RM IA (Rev. 1/90) 



•-.stnctions TYPE OR PRINT A 
1 : •. 
| DEPARTMENT OF GENERAL 9ERVICES 

SEPARATE PORK FOR EACH NEW OR | RECORDS KANAGEKERT DIVISION 
REVISED RECORDS SERIES. FORVARD | 7275 WATERLOO ROAD 
VITH RECORDS RETERTIOH SCHEDULE I P.O. BOX 275 

| JESSDP, MARYLAND 20794 

':. DEPARTMENT/AGENCY I 2. DIVISION 
B a l t o . C o . C o u n c i l 

AGENCY RECORDS INVENTORY 

PAGE / OF lb 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records noraally filed and used as a unit for reference as well ae 
' retention and disposition purposes 

1. 
4. RECORDS SERIES TITLE 
GENERAL ACCOUNTING RECORDS 

| 5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuaents/foras found in the series. 
Include the purpose or function of the series) 

Files contain office copies of: 
Go.)ds received memoranda,billing invoices, expense It rave 1 reports, requisitions, petty 
cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase 
orders, deposit slips, receipt books, etc. 

7. RECORDS SERIES FORMAT!S) 
V.KLETTER SIZE 11 MICROFILM 

RECORDS SERIES SEQUENCE 
KILPRABSTICAL 

9. VOLUME 

|| LEGAL SIZE || 

11 BOUND BOOR (| 

11 AUDIO TAPE 11 

|| OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

|| NUMERICAL 

( I CHRONOLOGICAL 

(| GEOGRAPHICAL 

(| OTHER (SPECIFY) 

NUMBER 

U'flLE DRAWER)S) 
I ) MICROFILM REEL(S) 
( I COMPUTER TAPE(S) 
|| OTHER(SPECIFY) 

10. VOLUME 

RU* NUMBER 

11.FILE IS USED 
|| DAILY mm MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
R o o m 2 0 2 O l d C o u r t H o u s e 
4 0 0 W a s h i n g t o n A v e n u e T o w s o n M D 

15. ACCESS RESTRICTIONS || YES M^IO 
(If yes, cite la«(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 

W Y E S |1 NO 

U-flLE DRAWER)S) 
MICROFILM REEL (S) 
COHPUTBR TAPE(S) 
0THER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
/ (IHORTH(S) |tKYEAR(S) 

NUMBER 

11. I M E C O R D S SERIES DUPLICATED ELSEWHERE? 
14 TBS. M NO (If Yes, Specify Agency or Office,) 

AUDIT RFC. 
K R O N E 

16. AUDI; REQUIREMENTS 
STATE FEDERAL [I INDEPENDENT 

IB. RECOMMENDED RETENTION 
Retain for three years, then destroy. 

20. TELEPHONE NUMBER 

DGS 550-MREVISED 2/87) 



Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY 
SEPARATE PORN POR EACH NEW OR | RECORDS MANAGEMENT DIVISION j . . . 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD | 
KITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 | PAGE 2 OF 1 0 

1 JESSUP, MARYLAND 20794 1 

1. DEPARTMENT/AGENCY | 2. DIVISION | 3. UNIT 
B A L T I M O R E C O U N T Y COUNc|lL ! 

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as 
retention and disposition purposes 

I 5 EARLIEST YEAR/LATEST YEAR 4. RECORDS SERIES TITLE 
S p e c i a l A c c o u n t i n n R e c o r d s ( A 11 ri i t R e p o r t s ' ) | 

6. RECORDS'SERIES DESCRIPTION (Briefly describe the types of infornation/docunents/foms found in the series. 
Include the purpose or function of the series) 

A u d i t R e p o r t s 

7. RECORDS SERIES FORMAT)S) 
MxLETTER SIZE [) MICROFILM 

LEGAL SIZE (] 

BOUND BOOK (1 

AUDIO TAPE [] 

OTHER {SPECIFY! 

COMPUTER TAPE 

FLOPPY DISK 

VIDRO TAPE 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 

[] NUMERICAL 

CHRONOLOGICAL 

[] GEOGRAPHICAL 

I] OTHER (SPECIFY) 

9. VOLUME 

11.FILE IS USED 
(1 DAILY WEEKLY [] MONTHLY 

[ X ] Y e a r l y 
13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 
R o o m 2 0 2 O l d C o u r t H o u s e 
4 0 0 W a s h i n g t o n A v e n u e T o w s o n . M P 

15. ACCESS RESTRICTIONS [) YES J^NO 
(If yes, cite law(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

(] YES TT NO 

. 2 5 
k FILE DRAWER)S) 
[1 MICROFILM REEL(S) 
[| COHPUTER TAPE(S) 

NUMBER [j OTHER(SPECIFY) 

10. VOLUME 

L NUMBER 

[JKPILE DRAWER(S) 
[) MICROFILM REEL (S) 
J COMPUTER TAPE(S| 
[| OTHER(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
2 [] MONTH!S) 

NUMBER 
klxYEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
M YES (1 NO (If Yes, Specify Agency_or.office) 
A u d i t o r ' s O f f i c e 

16. AUDIT REQUIREMENTS 
>( k NONE [1 STATE FEDERAL INDEPENDENT 

18. RECOMMENDED RETENTION 
P e r m a n e n t l y 

DGS 550-4(REVISED 2/87) 



Instructions TYPE OR PRINT A | 
1 

DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH MEN OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 

RECORDS RETENTION SCHEDULE | P.O. BOI 275 
JESSUP, MARYLAND 20791 

1. DEPARTNENT/A6ENCT I 2. DIVISION 
B a i t o . C o . C o u n c i l 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 3 OF 10 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil 18 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
BUDGET RECORDS 

5 EARLIEST TEAR/LATEST YEAR 
/9 90\fAUhj6-

(. RECORDS SERIES DESCRIPTION (Briefly describe the types of infonation/docutents/fons found in the series. 
Include the purpose or function of the series) 

Annual Btidget Sudmiss ions 
Morthly Budget printouts 
Workpapers 

7. RECORDS SERIES FORMAT)S) 
11 LETTER SIZE (| MICROFILM 

LEGAL SIZE (| COMPUTER TAPE 

(1 BOUND BOOK || FLOPPY DISK 

(| AUDIO TAPE (| VIDEO TAPE 

d OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
(1 ALPHABETICAL 

(| RUMERICAL 

(] CHRONOLOGICAL 

(1 GEOGRAPHICAL 

W I T H E R (SPECIFY) 

9. VOLUME 
H-fllE DRAWER)S) 

j |) MICROFILM RREL|S| 
( II COMPUTER TAPE(S! 

NUMBER |] OTRER(SPECIFY) 

10. VOLUME 
fcHlLK DRAWER)S) 
I) MICROFILM REEL (S) 
(1 COMPUTER TAPE(S) 

NUMBER || OTRBR(SPBCIFY) 
/ 

11.FILE IS USED 
|| DAILY WEEKLY MONTHLY 

! 3 . CURRENT LOCATION(S) |BLDG.,FLOOR,ROOM) 
R o o m 2 0 2 O l d C o u r t H o u s e 
4 0 0 W a s h i n g t o n A v e n u e T o w s o n M D 

15. ACCESS RESTRICTIONS || YES \,\4<l 
(If yes, cite law(s) S regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

( I YES (| NO 

12. FILE BECOMES INACTIVE AFTER 
(| MONTH)S) W Y E A R ( S ) 

NUMBER 

I I . IS RECORDS SERIES DUPLICATED ELSEWHERE? 
|| YES || NO (If Yes, Specify Agency or Office! 

1 6 . A U D I T , R E Q U I R E M E N T S 
lyion (| S T A T E (| F E D E R A L || I N D E P E N D E N T 

IS. RECOMMENDED RETENTION 
Retain annual submissions for five years,-
then, destroy. Retain all other papers * 
for two years, then destroy. 

S. NAME AND TITLE OF PREPARER | 21. D A T E 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
RFVTSED RECORD SERIES. FORWARD 
TTH RECORDS RETENTION SaiEDULE. 

I. DEPARTMENT/AGENCY 

.ELaJ-tD-^—CLQ-j C O J L D J L L L 

DEPARIMENT OF GENERA!, SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 207% 
2. DIVISION 

AGENCY RECORDS INVENTORY 

Pnp.r. of 1 0 
3. UNIT 

UEFlNITlON-RFXrjRD SERI.ES- A GROUP OF REIA1ED RE(DRDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RE1.ENtI.0N AND DISPOSITION PURPOSES. 

t\. RECORD SERIES TITLE 

M e e t i n g a n d ' H e a r i n g T a p e s 

5. EARLIEST YEAR/IAFEST YEAR 

f>. RECORD SERIES DtSCRIPTION 
(BRIEFLY DESCRIBE 1TIE 1YPES OF IflTOÎ MION/rxXl̂ IFWrS/ITIRriS FOUND 
" IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TIE SERIES) 

A u d i o t a p e s o f m e e t i n g s a n d h e a r i n g s o f t h e C o u n t y C o u n c i l w h i c h g e n e r a l l y 
d o c u m e n t t h e i r p r o c e e d i n g s a n d a c t i o n s . 

7. RECORDS SERIES FOW-IST(S) 
r 1 IJTTTER SIZE f. .1 MICROFILM 

[ 1 LEGAL SIZE f ] COMPUTER TAPE 

U BOUND BOOK f] FLOPPY DISK 

ixl< AUDIO TAPE t J VIDEO TAPE 

[1 OTUER(SPECIFY) 

8. RECORDS SERIES SFXJUENCE 
U ALPHABETICAL 

t.l NUMERICAL 

CURONfJXCICAL 

tl GEOGRAPHICAL 

11 OTHER SPECIFY 

9. VOLUME 
tft. FILE IJRAWER(S) 
U MICROFILM REEL(S) 

3 5 t.l COMPUTER TAPE(S) 
NUMBER r1 OTHER SPECIFY 

10. VOLUME 
tl FILE DRAWER(S) 
t] MICROFILM REELS(S) 
t] OuttFUTER TAPE(S) 

NUMBER [] OTHER(SPECIFY) 

11. FILE US USED 
t] DAILY 
[X ] Y e a r l y 

U WEEKLY tl MONTHLY 
12. FILES BECOME INACTIVE AFTER 

i; Tl MDNTH(S) 
NUMBER 

>$l YEAR(S) 

13. CURRENT LOCATION(S) (BI..TJG., FIjOOR, ROOM) 
(If yes, specify agency or office 

R o o m 2 0 2 O l d C o u r t H o u s e 
A' 0 H :1 H £[ c h i n n t n n - fl V e n 11 P. TOWSOPI ! ± Q _ 

14. IS RECORDS SERIES DUPLICATED ELSFMIERE? 

tl YES fcj NO 

15. ACCESS RESTRICTION U YES RixNO 
(If yes, cite law(s) & regiilation(s) 

!6. AUDIT REQUIREMENTS 
W NONE t] STATE tl FEDERAL t.l nTOFTENUENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe and hardware/software) 

U YES $ NO 

18 . RECCfffeNDED RETENTION 
R e t a i n f o r 5 y e a r s t h e n d e s t r o y 

2 1 . DATE 

http://RE1.ENtI.0N


Instructions TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH NEW OR RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 

JESSUP, MARYLAND 20791 

1. DEPARTMENT/AGENCY 
B a l t o . C o . C o u n c i l 

I 2. DIVISION 

AGENCY RECORDS INVENTORY 

PAGE 5 OF IQ 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as 
retention and disposition purposes 

1. 
4. RECORDS SERIES TITLE 
UNOFFICIAL PERSONNEL FILES 

5 EARLIEST YEAR/LATEST YEAR 
I /9W I PAl^dir 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infomation/docuients/foris found in the series. 
Include the purpose or function of the series) 

Files contain information on current employees. Files may contain but are not limited 
to copies of applications, annual reviews, reprimands and disciplinary actions, awards, 
doctor slips, accident reports, resumes, etc. 

7. RECORDS SERIES FORHAT(S) 
[^LETTER SIZE (| MICROFILM 

(| LEGAL SIZE [| COMPUTER TAPE 

11 BOUND BOOK |] FLOPPY DISK 

(] AUDIO TAPE [] VIDEO TAPE 

II OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
[iHLPHABETICAL 

(] NUMERICAL 

[) CHRONOLOGICAL 

[| GEOGRAPHICAL 

I ) OTHER (SPECIFY) 

11.FILE IS USED 
(| DAILY WEEKLY MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 
R o o m 2 0 2 . O l d C o u r t H o u s e 
4 0 0 W a s h i n g t o n A v p n n e T n n s n n , M_D_ 
15. ACCESS RESTRICTIONS [| YES tf NO 

(If yes, cite law(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

( I YES NO 

9. NAME AND TITLE OF PREPARER 
Linda Strove1 

| 20. TELEPHONE NUMBER 
887-0311 

9. VOLUME 
UNFILE DRAWER)S) 

, (] MICROFILM REEL(S) 
/ (1 COMPUTER TAPB(S) 

NUMBER [] OTHER)SPECIFY) 
10. VOLUME 

NUKJ NUMBER 

(+flLE DRAWBR(S) 
MICROFILM REEL (S) 
COMPUTER TAPB(S) 
OTHER(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
/ (] MONTH)S) 

NUMBER 
fcKYSAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
\A YES I I NO. (If Yes. Specif? Agency or Office) / 

16. AUDIT REQUIREMENTS 
n NONE (| STATE FEDERAL [ I INDEPENDENT 

16. RECOMMENDED RETENTION 
Screen annually and destroy that material 
no longer needed for current reference. 
Retain remaining items for two years after 
termination, then destroy. 

21. DATE 
12/8/92 

DGS 550-4(REVISED 2/67) 



Instructions TYPB OR PRINT A I 

DEPARTMENT OF GENERAL SERVICES SEPARATE FORK FOR EACH NEW OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 
| | JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCT 2. DIVISION 
B a l t o . C o . C 6 u n c i l ' A l l d i v i s i o n s 

AGENCY RECORDS INVENTORY 

PAGE ( 0 OP_ 1 0 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records noriall? filed and used as a unit for reference as veil as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
LEAVE AND TIME SHEETS 

| 5 EARLIEST TEAR/LATEST YEAR 
I 1 9 9 0 / 1 9 9 2 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforoation/docuBents/foras found in the series. 
Include the purpose or function of the series) 

This file contains office copies of employees annual leave and daily time recordings, 

7. RECORDS SERIES FORMAT)S) | 
M-LBTTER SIZE [] MICROFILM I 

^ [1 LEGAL SIZE {| COMPUTER TAPE | 

[| BOUND BOOK |) FLOPPY DISK | 

[) AUDIO TAPE (] VIDEO TAPE I 

I I OTHER (SPECIFY) I 

8. RECORDS SERIES SEQUENCE | 9. VOLUME 
[1 ALPHABETICAL | L^FILE DRAWER(S) 

| (] MICROFILM REEL(S) 
(1 NUMERICAL | / (| COMPUTBR TAPE(S) 
/ | NUMBER (| OTHER(SPECIFY) 

(i^CHRONOLOGICAL | 
| 10. VOLUME 

(| GEOGRAPHICAL | ( f FILE DRAWER)S) 
I || MICROFILM REEL (S) 

[| OTHER (SPECIFY) | / (] COMPUTER TAPE(S) 
| NUMBER I ) OTHER(SPECIFY) 

11.FILE IS USED 
(| DAILY [] WEEKLY U MONTHLY CM N 6 n e | 

12. FILE BECOMES INACTIVE AFTER 
, U MONTH)S) ft YEAR(S) 

NUMBER 

13. CURRENT LOCATION!S) (BLDG..FLOOR,ROOM) I 
R o o m 2 0 2 O l d C o u r t H o u s e 1 
4 0 0 W a s h i n g t o n A v e n u e T o w s o n , M d . 1 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
fcl YBS I ) NO (If Yes, Specify Agency or Office) 

D u p l i c a t e d i n P a y r o l l a n d P e r s o n n e l 
15. ACCESS RESTRICTIONS () YES H) NO 

(If yes, cite lav(s) & regulation(s) | 
16. AUDIT REQUIREMENTS 

bl NONE (] STATE [ ] FEDERAL (| INDEPENDENT 

17. is AN INDEX SYSTEM USED? (If yes, explain briefly and I 
describe any hardware/software) I 

;y. (YES I ] NO I 
B y E m p l o y e e l a s t n a m e , t h e n F i r s t 1 
n a m e . ' 

18. RECOMMENDED RETENTION 
Retain for one year, then destroy. 

9. NAME AND TITLE Of PREPARER 1 20. TELEPHONE NUMBER 1 21. DATE , . 

DGS 550-4IREVISED 2/67) 



INSTRUCTIONS - TYPE OR PRIM' A 
SEPARATE FORM FOR EACH NEW OR 
RWT.SED RECORD SERIES. FORWARD 
JJTTH REOORnS RETENTION SCHEDULE. 

DEPARIMENT OF GENERA!, SERVICES 
RECORDS MANAGEMENT P.T.V1.SI.ON 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

Pnp.o of J J L 

I. DEPARTMENR/AGENCY 
B a l t i m o r e C o u n t y C o u n c i l 

2. DIVISION 3. UNIT 

UF.F1NIT10N-RF.00RD SERIES- A CROUP OF REtATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR REFERENCE AS WELL AS REI-EMl'lON AND DISPOSITION PURPOSES. 
4. RECORD SERIES TITLE 

G e n e r a l O f f i c e o f C o u n c i l P e r s o n ' s C o r r e s p o n d e n c e 
5. EARLIEST YEAR/LATEST YEAR 

f>. REOORD SERIES DISCRIPTION -
(BRIEFLY DESCRIBE THE 1YPES OF IhH)RbMlON/DOCJW-LEMRS/FOr̂ fS FOUND 
IN THE SERIES. INCLUDE TIE PURPOSE OR FUNCTION OF TIE SERIES) 

S u b j e c t a r r a n g e m e n t o f o r i g i n a l i n c o m i n g l e t t e r s , c o p i e s o f o u t g o i n g l e t t e r s , .N 
m e m o r a n d a , s t u d i e s , r e p o r t s , d i r e c t i v e s , p o l i c i e s , a n d o t h e r m a t e r i a l s 
r e l a t e d t o t h e a d m i n i s t r a t i o n o f t h e a g e n c y . 

7. RECORDS SERIES FORMST(S) 
M LETTER SIZE f. ] M1CR0FPH 

[ 1 LEGAL SIZE [ ] CCJMPUIER TAPE 

[1 ROUND BOOK [J FLOPPY DISK 

[.] AUDIO TAPE fj VIDEO TAPE 

U OTHER(SPECIFY) 

R- RECORDS SERIES SF/JUENCE 
LI ALPHABETICAL 

t.1 NUMERICAL 

xf>3 amoNtjjOGicAi, 

[ ] CJBuTMFHTCAL 

U OTHER S P E C I F Y 

9. VOLUME 
N FILE tJRAWER(S) 

. n f j MICROFILM REEL(S) 
LI COMPUTER TAPE(S) 

NUMBER [1 OTHER SPECIFY 

10. VOLUME 
FILE DRAWER(S) 
MICROFIIJM REELS(S) 

U CCffPUIER TAPE(S) 
MBER t ] OTHER(SPECIFY) 

11. FILE US USED 
[ ] DAILY [1 WEEKLY M HDNITILY 

12. FILES BECOME INACTIVE AFTER 
/ [1 MoNftt(S) H YEAR(S) 

NUMBER 

13. CURRENT UOCATION(S) (BLDG., FIjOOR, ROOM) 
(If yes, specify agency or office 

R o o m 202 O l d C o u r t H o u s e 
A n n W a s h i n g t o n . A v e n u e T o w s o n , M D 

14. IS RECORDS SERIES DUPLICATED B.SEWHERE? 

LI YES NO 

15. ACCESS RESTRICTIC îS t) YES I I NO 
(If yes, cite law(s) & regulation(s) 

16. AUDIT RFiTtrtREMENTS 
KNONE fj STATE U FEDERAL [ ] nCfTENfJF/rr 

describe and hardware/software) 
U YES [) NO 

1 8 . REOTlftteNDED RETENTION 

S c r e e n a n n u a l l y a n d d e s t r o y u 
t h a t m a t e r i a l n o l o n g e r n e e d e d 
f o r c u r r e n t b u s i n e s s .Directives, 

polices & other material . related to planning and policy that illustrate the development of 
Sthe agency, retain permanently for eventual transfer to the Archives. 

19. NAME AND TITLE OF PREPARER 2 1 . DATE 

http://UF.F1NIT10N-RF.00RD


INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
JW?TT? RECORDS RETENTION SQIEDULE. 

I. DEPARTMENT /AGENCY 

DEPARIMENr OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERIOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 
2. DIVISION 

AGENCY RECORDS INVENTORY 

Vnrr- 8 of 1 0 
3. UNIT 

B a l t i m o r e C o u n t y C o u n c i l . 
. i m i trw R F m m i <^RTFq- A G R 0 U P ^ m M W ^ U R D S NORMALLY FILED AND USED AS A UNIT FOR 

DEFINITION-RECORD SERIES p ^ p ^ ^ g m j j A g pfn.ENn.oN AND DISPOSITION PURPOSES. 

h. RECORD SERIES TITLE 
R e p o r t s a n d P u b l i c a t i o n s 

EARLIEST YEAR/TAIEST YEAR 

6. RECTJRD SERIES DISCRLPTION -(BRIEFLY DESCRIBE TTTE TYPES OF IfJTORĥ TION/DOCTI-IENrS/FOR'IS FOUND IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 
T h i s f i l e i n c l u d e s a l l r e p o r t s a n d p u b l i c a t i o n s i s s u e d b y a b o a r d , c o m m i s s i o n , 
c o m m i t t e e e t c / , wfi fieri r e s u l t f r p m f j e a r i m g s , m e e t i n g s , i n v e s t i g a t i o n s , e t c . , 
a n d d o c u m e n t s o m e a c t i o n o r r e c o m m e n d a t i o n o f t h e o r i g i n a t o r . 

7. RECORDS SERIES FORMST(S) 
H 1TTTER SIZE f. 1 M1CROFD.M 

U LEGAL SIZE U COMPUTER TAPE 

r] BOUND BOOK f] FLOPPY DISK 

U AUDIO TAPE t] VIDEO TAPE 

U OTHER(SPECIFY) 

8. RECORDS SERIES SF/JUENCE 
U ALPHABETICAL 

U NUMERICAL 

y QIRONfJIjrjGlCAL 

[] GEOGRAFHt.CAL 

[] OTHER SPECIFY 

9. VOLUME 
FILE I)RAWER(S) 

n U MICROFILM REEL(S) 
/ , [1 COMPUTER TAPE(S) 

NTflBER $b OTHER SPECIFY 

10. VOLUME 
FILE DRAWER(S) 

[j MICROFILM REELS(S) 
/ U COMPUTER TAPE(S) 

NUMBER [J OTHER(SPECIFY) 

i i . FIIJ! US USED 
U DAILY U WEEKLY J$ MONTHLY 

12. FD.ES BECOME INACTIVE AFTER 
CI MDNTH(S) YEAR(S) 

NUMBER 

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 
(If yes, specify agency or office 

R o o m 2 0 2 O l d C o u r t H o u s e 
/i 0 0 W a s h i n g * " " " - A v e n u e T 0 W s o n , MD_ 

14. IS RECORDS SERIES DUPLICATED EI.SEVJHERE? 

t) YES $ NO 

15. ACCESS RESTRICTIONS [] YES 1.1 NO 
(If yes, cite law(s) & regular, ion(s) 

16. AUDIT RECWREMENTS 
NONE [] STATE [] FEDERAL t.1 INT*TTO5EMr 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe and hardware/software) 

U YES fd NO 

18. RECOMENDED RETENTION 
R e t a i n ( 1 ) c o p y p e r m a n e n t l y f o r 
e v e n t u a l t r a n s f e r t o t h e A r c h i v e 

21. DATE 

http://pfn.ENn.oN
http://FD.ES


iN5TTRItrrrTONS - TYPE OR PRINI A 
SEPARATE FORM FOR EACH NEW OR 
REVISED REOORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEIMLE. 

I. IF.PARTMENr/AGENCY 

.... .B_a.I t_ i m o r e C o u n t y C o u n c i l 

DEPARIMENT OF GENERAL SERVICES 
RECORDS MNAGFMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 
2. DIVISION 

AGENCY RECORDS INVENTORY 

Pnp.r 

UNIT 

9 of 1 0 

DEFINITION-RECORD SERIES- A GRCXIP OF REIAIED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RE1ENIT.ON AND DISPOSITION PURPOSES. 

4. RECORD SERIES TITLE 

C o u n t y C o u n c i l B i l l s 

5. EARLIEST YEAR/1AIEST YEAR 

6. RECORD SERIES DISCRIPTION (BRIEFLY DESCRIBE HIE TYPES OF Î lroR̂ WrION/DCXll̂ lENI•S/FOR̂ fS FOUND 
" IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

F i l e s c o n t a i n c o p i e s o f p a s s e d C o u n c i l B i l l s a n d R e s o l u t i o n s , 
h a v e o r i g i n a l s i g n a t u r e s o rii t h e m . 

T h e s e p a p e r s 

7. RECORDS SERIES FORMSr(S) 
F 1 IETTER SIZE [ 1 MICROFILM 

J>1 LEGAL SIZE F] COMPUTER TAPE 

tl ROUND BOOK f J FLOPPY DISK 

t ] AUDIO TAPE f. J VIDEO TAPE 

0 OTHER(SPECIFY) 

8. RECORDS SERIES SFXJUENCE 
fj ALPHABETICAL 

1.1 NUMERICAL 

Pi aWONblJOGICAL 

[] Ĉ OGRAPHICAL 

t] OTHER SPECIFY 

9. VOLUME 
!>J FILE URAWER(S) 
U MICROFILM REEL(S) 

Z L - tl a t l P U I E R TAPE(S) 
NUMBER [1 OTHER SPECIFY 

10. VOLUME 
W FILE DRAWER(S) 
tl MICROFILM REELS(S) 
tl OCftPWER TAPE(S) 

NUMBER [) OTHER(SPECIFY) 

I I . FJ.1J5 US USED 
tl DAILY [1 WEEKLY t/^MMHLY 

1 2 . FILES BECOME INACTIVE AFTER 
/ H MbNTH(S) -H YEAR(S) 

NUMBER 

1 3 . CURRENT LOCATION(S) (BLD0., FIjCOR, ROOM) 
(If yes, specify agency or office 

R o o m 2 0 2 0 1 d n C o u fi t fWo u s e 11 i \ 
A n n w q s h i n r j t n n A v e n u e T o w s o n , MO 

1 4 . IS RECORDS SERIES DUPLICATED O jSEWHERE? 

H YES tl NO 

!5. ACCESS RESTRICTIOtlS tl YES 1.1 NO 
(If yes, cite law(s) & regiilation(s) 

16. AUDIT REQUIREMENTS 
K f NONE tl STATE tl FEDERAL tl IWEPEMJFIIT 

1 7 . IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe and hardware/software) 

U YES t.J NO 

18. REcriWENDED RETENTION 
R e t a i n i n o f f i c e p e r m a n e n t l y . 
Transfer periodically to the MSA. 

2 1 . DATE 



Instructions TYPB OR PRINT A DEPARTMENT OF GENERAL SERVICES 
SEPARATE PORN FOR EACH NEW OR RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 

JESSUP, MARYLAND 20794 

1 . DEPARTMENT/AGENCY 2. DIVISION 
B a l t o . C o . C o u n c i l 

AGENCY RECORDS INVENTORY 

PAGE 1 0 OF 1 0 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
. C o u n t y C o u n c i l M e e t i n g F i l e s 

5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forns found in the series. 
Include the purpose or function of the series) 

-- F i l e s c o n t a i n o r i g i n a l m a t e r i a l f r o m C o u n t y C o u n c i l m e e t i n g s w h i c h a r e 
p e r t i n e n t t o p r e s e n t e d , b i l l s a n d R e s o l u t i o n s . 

-- F i l e s m a y c o n t a i n b u t a r e n o t l i m i t e d t o t h e f o l l o w i n g : A c o p y o f t h e b i l l , 
n o t e s , r o l l c a l l v o t e s , l e t t e r s o f i n t r o d u c t i o n . 

-- G e n e r a l B a c k g r o u n d i n f o r m a t i o n f r o m c o n c e r n e d p a r t i e s w h i c h m a y i n c l u d e 
r e p o r t f e , r e q u e s t s , a n d c o m m e n t s . ' 

N O T E : s o n e o r a l l o f t h i s i n f o r m a t i o n m a y a l s o b e c o n t a i n e d i n O f f i c e o f L a w , 
C o u n t y C o u n c i l f i l e s , w h i c h a r e f i l m e d a n d r e t a i n e d p e r m a n e n t l y . 

7. RECORDS SERIES FORMAT(S) 
HICROFILH LETTBR SIZE 

LEGAL SIZB 

BOUND BOOK 

AUDIO TAPE 

OTHER (SPECIF 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

8. RECORDS SERIES SEQUENCE 
ALPHABETICAL 

NUHERICAL 

CHRONOLOGICAL 

GEOGRAPHICAL 

OTHER (SPECIFY) 

9. VOLUME 
M FILE DRAWER!S) 
I) MICROFILM REEL(S) 
[| COHPUTBR TAPE(S) 

NUMBER |) OTHER(SPECIFY) 

10. VOLUHE 
\k FILE DRAWBR(S) 

. / I) HICROFILH REEL (S) 
\,5 |] COMPUTER TAPK(S) 

NUMBER (| OTHER(SPBCIFY) 

1 1 .FILE IS USED 12. FILE BECOMES INACTIVE AFTER 
(| DAILY [I WEEKLY K MONTHLY 1 | (| MONTH!S) W YEAR(S) 

1 NUMBER 

13. CURRENT LOCATION(S) (BLDG.,FL00R,ROOM) 
R o o m 2 0 2 O l d C o u r t H o u s e 
4 0 0 W a s h i n g t o n A v e n u e T o w s o n , M D 

1 14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
( I YES $ NO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS [] YES NO 
(If yes, cite law(s) fc regulation(s) 

I 16. AUDIT REQUIREMENTS 
)(| NONE || STATE (| FEDERAL () INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

(| YES M NO 

I 18. RECOMMENDED RETENTION 
1 R e t a i n . f o r t e n } e a r s t h e n d e s t r o y . 

9. NAHE AND TITLE OF PREP 2 1 . DATE 

DGS 5 5 0 - 4{REVISED 2 /87) 


